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RECORDS MANAGEMENT TRATNING FROGRAM 1/19 —
T /fEfZﬁ,

AT THE FIRST MEETING threse objectives of a receords management
progran were discussed: ‘
creation of records
waintenance of records
disposition of records

PHE SECOND MEETING was keved toward the third objeciive - space.

Hr. Alldredge poinved ouwt that GSA has established fourteen Federal

“Herords Centers for the use of all ageneies. Tha most economical
way bo store records has proven to be through ute use of specilally
designed cardboard hexes on steel shelving. Thin method vests only
#28 a yesr for the shorage of 60 cubic feet, coustituting a savings
of frem $70 ~ $870 @ year over some other methods. In additien, it
1s the most sconomical in berms of space utllization. Mr. Alldredgs
smphasized that records stored in this way are readily accessible,
protected from fire, and guerded according “o securivy regulabions.

The oriterion which Mr. Alldredge gave for debermining when to retire
records wos this: whea a file drawer is used only cnce a month, thab
material should be ratired Lo a records cenier.

Mr. Young describad the objectives of a records dispesal program as

~“"Being: (1) to insurs that records of a contimuing value ars
preserved, and (2) to dispose of records no longer being usad.
Both reqguire atiention to three problems:

Decide - what must be saved; what can bs destroyed
Deternine - disncsal schedule
Apply - gcagdule

The records control schedule should identify and describe the records
clearly, as well as give instructions for thsir disposition. As a
guide for use in identifying and disposing of racords, G0A wlll socn
{ssne new schedules for fourteen housekeeping-type vrecords.

DISCUSSION IN TODAY'S MEETING will continue to center around the
practicasl application of s records managemsnt progoem.
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THE THEME OF THE THIRD MEELING was the application of records management
vrinelples to office sitvutions.

Mrs. Luttrell defined a records survey as "management analysis and plaoning
applied to records.”

Explaining the techniques utlliged in making surveys, she detailed the
five esgential steps a records analyst should follow:

1. Preliminary planning

<. Collecting survey date

3. Anelyging dets and formulating rscemmendabxonu

4. Preparing the report

5. Installing the recommendations

Mrs. Luttrell. indlecated that the analystis job ie& never compiets until
the recommendations are installed; and she added th:at & post audit of
the project is a desirable follcow-up.

Miss Sheppard pointed out that the many manhours iavoived in the creation
of correspondence resuli in a high per-letter cost in governmert - from
75¢ to $3.00. She emphasized that savings in both btime and money can be
made through the effgctive applieation of:

1. Standards and (Guides - such as correspendence style manualsg
form letters; guides for effective letiter writing; autawatic
typewriters

2. Training - including nobt only refresher courses for the
elerical staff but courses for the adminisbtrative staffy
on=the~job training at all organizational levels;
specialized training

3. Systems and Frocedures - for example, using & correspondence
guide when wrilking letters instead of distating

L. Control - to sliminate unnecessary copies; maintain flow

© within channels; insure proper security

Miss Sheppard announced that GSA is preparing a series of booklets which

all agencies may use ag guides in their correspontience management
programs.

IN TODAY'S MEETING, snd ir our future meetings, the discussion will be
slanted toward the implementetion of a records management progrem in
the Agency.

27 April 1953
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TAST WEEX at ‘the first meating of this program ¥Mr. Emet Leshy and
¥r. Herbert Angel gave us the necessary philosophy and backgrourd for
the job ahead. .

i, _Loulsy spoke fram the viewpoint of a man who had analysed the records
Problem in govermsent and cerried the racommendations into effect in
industry. , : :

Ths records job, he said, is one of B :
: : ‘ technical know-how Ill;gé

service .
gelling = L5%

Those participsting in & 16-hour course, he estimated, can hope to get
whe 10 technical know-how, with perhaps some "flavoring" of the other
two concapis.

(rther facts he brought outs .
1. Industry and govermment both equally guilty of
accunulating squere milss of records
2. Racords centers using spscially designed cerdbosrd
boxes are best medivm for service - and the cheapast

{

Y. Angel apoice_ from the viewpoint of a man who is heading up the impleren-
Tion of the Hoover Commission report in govermment.

a
3

(o
&

i

Recommendations of Commission Achievements to date
iegislative Actlon Federal Records Act of 1950

Ouidenss by a cenirel staff agency National Archives and Records Service, GSA |
Recurds program in ezch agency A1l agencies have started records program = -

Ho pointed out that thore are three aims of & records program: (1) to
check creation ot records; (2) to establish schedules of disposal; and
{3} to gain spacs. :

Por practical ressons, his group has had to start with the third point
and work backward. The end of Jums, 1954, was set &s the deadline date
for agencies to have their records substantially scheduled. By the closs
of 1952, BT% of the agencies had submitted their records scheculs.

Tn their role of edviscry agency, he seid, thelr emphasis 12 now on
guidance in the Meintenance and creation of records. They are now
developing several "how to do" publications %o asgist sgencies in this
pert of the program.

TODAY 'S MEETING moves from the background-giving area to ona where the
speekers will discuss problems which strive to put the Commission's
aims into effect.
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STATINTL

THE POURTH MERTING continued with the discussion of racords conbrol
principles and their sppiication to the Agency.

| [pointed oub that since forms become recerds ag soon as they
re creased,we should constantly strive to aliminate wnnesessary oues
snd carefully enalyze the need for new ones. Fomms account for 2/3 of
the Government's printing bill per year; yet the printing of forms iv
only 1/10 the cost of handling them.

The objectives of a forms conirol prograi, he explaired, are to:
1. Abolish unnecessary forms
U2, Bimplify and Improve the design of forme
3. Consclidate and standerdize forms
L. Effect improvements and simplifications of procedures
, 5. Effect economies in printing, distributing, end
STATINTL ~ stocking forms _
6. Assuvre periodic review of &ll forms
7. Facilitate control of records

[:::;:;;::]dascribed the work of the Printing and Reproduction Divigion by

giving emphasis to specific Agency problems and accomplishmenis. Ha

told ef the extent of their facilities, explaining that they are
equipped %o do -

o T3

STATINTL microfiiming and photostabing
ditte and stencil reproducilons
off-zet and letier-press printing
wollsting and binding

supplemented his talk with colored slides, which more
zraphically peinted out the facilities of the Division and the sevvice
it is capeble of rendering the Agency.

FHE DISCUSSION TODAY will center around additional facilities of the
Agency thet are periirvent %o 2 records management pProgram.

1 May 1953
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IN THE FIFTH MEETING additional facilities of the Agency were deseribed and
their utiligation in a records control program discussed.

stated that simple; efficient filing systems and control procedures
are requisites of a sound records management program. As a step in that
: direction, an Agency filing mamnual has been developed - and is now being
distributed. It will serve as the basic guide for implementing a records
STATINTL program in the Offices throughout the Agency.

He pointed out that the mamual includes standards in the arsas of:

1. Communications Control - the internal control and follow=up
of all forms of correspondence
2. Records Maintenance - through
a, proper location of records facilities
b, standardization of filing equipment and supplies
¢. types of files meintained
d. file classification plan
3. Reference Service - the withdrawal and return of record STATINTL
STATINTL materials ‘

The test of a recorda.program,: !axplained, is to be found in the
gservice afforded operating officials ough the reference area. But all

the factors outlined in 1 and 2 are essential if the reference area is to
provide prompt and efficient service.

[::::::;;:]explained the principles and advantages of the electric accounting

machine method, and how these methods mey be adapted to record keeping
problems. He augmented his talk with colored slides which showed the
principles of machine accounting. He stressed the advantages of machine :
operations over menual operations from the viewpoint of -- ) STATﬂVtL

speed accuracy volume flexibility sconomy

Aithough machine methods are not practical for every job, they are

particularly effective and economical when the cards be used for more-
STATINTL than one project. Wizh the ald of graphic charts,#shwed how

machine methods sre now being applied to several vital Agency operations.

advised thet the Machine Records Branch is equipped to handle
all types of records requirements and that services are available upon
request. A tour of the installation can be arranged for those who are
Interested.

TODAY 'S DISCUSSION will offer further assistance to the Area Records
Officers in inaugurating their records programs.

I May 1953
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STATINTL

THE SIXTH MEETING'S discussion was devoted primarily to the
preservation of necessary records -~ why and how - in the Agency.

defined Vital Materials as being those specific records which
would be abgolutely sssential to reestablish the Agency and which,
therefore, must be preserved. He pointed out the negessity on the
- part of management to provide a continuous pregram for preserving
these records, especially in such unsettled times as we are living ST ATINTLF

today .

The procedure for depositing Vital Materials, explained,
falls into the five progressive steps of: :

STATINTL selection ‘transferring coding maintensnce accounting

continuing with the discussion of wvital materials,
described what actvally hsppens to the records after they are sent
to a vepoglitory. He explained - (1) how an adequate smount of safe,
secure storage has been provided; (2) how the materials are processed
STATINTL for storage; and (3) how the planning has included the providing of
sBervice in case of disaster.

spoke on the making of a disposition plen, and showed how
such a plan involves the preparation of records control schedules
and records disposal schedules. He pointed out the necessity of a
disposition plan in controlling the orderly retirement, disposal, and
preservation of Agency records. He also outlined the debtails of
cbtaining authority from the National Archives and the Congress to
destroy records as they outlive their usefulness.

The concluding part of the program consisted of a Department of the
Army fiim. The film showed a records program - especially the
disposition phase - in action in the Army.

IN TODAY'S MEETING the discussion will continue to be keyed toward the
practical appllication of a records management program in the Agency.

8 May 1953

Approved For Release 2006/11/01 : CIA-RDP55-00110A000100070021-5



Approved For Release 2006/11/01 : CIA-RDP55-00110A000100070021-5
STATINTL * FVZ)RDS MANAGEMENT TRAINING FROGRA

IN THE SEVENTH MEETING the discussion contimued to amplify the assistance
that is available to the operating people through a records management

Program. - ‘ STATINTL
I;lemlained that microfilming is a modern technique which, if
wiicicusly spplied, can contribute materially to the success of a records

management program. However, he warned that its effectiveness must not be
overemphasized. Although spzce is released by the filming of records,

microfilnc 1g an expensive process and this cost factor must be carefully

welighed. pointed out that extreme care should be taken in

evaluating proposed filming projects in order to avold high cost

projects and indiseriminate microfilming. STATINTL

| told of the current plans for constiucting and operating a records
Gemcer in the Agency. He grephically illustrated his discussion with

photographs of the records centers of Atomic Enevgy Commission and the

Department of the Nevy. 1In the views, he called attention to pertinent

atures of good, safe storage and of fast service. Fach of these areas,
explained, 1s being given special consideration in the proposed

STATINTL Agency center. . STATINTL

| explained the significant part played by the management of
Teports in an overall records management program. The coordinated control
of reports, he stated, will result in fewer and better reports and at less
cost to the Agency. He stressed the fact that reports should be analyzed
. two viewpoints - using the information and prepsring the report.

further pointed out that the success of a reports Managzensant
progran depends not only on the need for suth & program but also on ths
desire of Agency persomnnel for the services it can render.

STATINTL

Mr. Peel emphasized the importance of a records management progrem to the
Xgency from the standpoint of monsy saved, In addition to the savings in
actusl dollars and cents, he stressed that such a pregram leads to grsater
efficiency of operations. Records are merely tools of management. But to
be of any value, a tool must be used, it must be an aid to doing something
better, and it must justify its expense. We should, therefore, Mr. Pegl
continued, eritically exemine all our frecord" tools end streamline our
operations according to the findings.

TODAY, in concluding this series of meetings, attenbion will be focused on
your tasks as area records offlcers.

11 Msy 1953
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